
Avoid using hyphens to link adverbs ending in 
“–ly” with adjectives.

Other adverbs, when used in compound 
adjectives, usually do take hyphens. Although 
constructions such as “well known politician” 
and “high level meeting” may be found in 
publications, they can be confusing, especially 
where the first half of the compound falls at the 
end of a line.

 

Use “on line” as an adverb, and “online” as an 
adjective.

Use “world wide” as an adverb, and “worldwide” 
as an adjective.

In a rapidly growing economy…

Play it safe with: well-known, high-level, 
long-standing, etc. Such pairs need hyphens 
only when they come before the noun: 
They met at high level.

The short-term outlook is rosy 
but: Problems are expected in the longer 
term.

He was a long-standing friend 
but: He was a friend of long standing. 

Online communication 
but: You can consult the article on line.

The worldwide search for excellence 
but: The search for excellence is under way 
world wide.
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13. Hyphenation

Use hyphens to avoid ambiguity and to be consistent . 

notes ❯		In the current Concise Oxford English Dictionary, “macroeconomic” and 
“microeconomic” are solid but “socio-economic” is hyphenated .

        ❯		Avoid “policymaker” . Use “policy maker” and “policy making” as a noun, with 
“policy-making” as the adjective .

Adverbs and adjectives



When the second half of a compound word is 
capitalised or is a numeral, use a hyphen.

note ❯  Except for: Transatlantic

When there is a repeated term in a double prefix, 
use a hyphen.

inter-American, anti-European, pan-African, pro-
EMU, sub-Saharan, pre-1950

sub-subentry

Use them sparingly where the sense is clear.

note ❯  Except for: small and medium-sized 
enterprises

“Agricultural in- and outputs” should in fact 
be written agricultural inputs and outputs, 
while pro- and anti-competitive practices is 
perfectly clear.

Some are in standard use, such as:

note ❯  When indicating an age range, the 
hyphen after the last figure should be dropped.

Others can be irritating or odd looking, and 
should be dealt with by rephrasing.

nine-year-old child, balance-of-payments 
deficit

the number of 15-19 year-olds in the 
population; for 15-19 year-old people

An institution that is not self-financing reads 
better than a non-self-financing institution.

Use non-breaking hyphens when you want to 
keep a word or number on the same line.

note ❯  The use of non-breaking hyphens should 
be limited to proper nouns, negative sums, years, 
abbreviations and acronyms. They should not be 
used to systematically replace all hyphens.

co-ordination, 1997-99, e-commerce
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Capital letters in compound words

Dangling hyphens

Doubled hyphens

Non-breaking hyphens

See also: Negative sums, p. 87.



Use hyphens and note capitalisation. Secretary-General, Director-General, Deputy 
Secretary-General, Deputy Director-General, 
vice-chairperson, ex-chairperson and High-
level Group 

Compounds formed with prefixes are normally 
not hyphenated, whether they are nouns, verbs, 
adjectives or adverbs.

Normal hyphens should be used in compound 
words.

upfront, underdeveloped, 
promarket, overestimate

cross-country, intra-industry, inter-firm, 
non-tradeable

Hyphenate double vowels

and double or triple consonants

note ❯  Exceptions include: macroeconomic, 
microeconomic, uncoordinated, 
uncooperative

re-entry, semi-industrial, co-operate, 
co-ordinate

non-negotiable, shell-like
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OECD official titles

See also: Capitalisation, pp. 66-68.

Prefixes

Repeated letters
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